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QFFICE OF THE SECRETARY OF STATE
APPLICATION FOR RECORDS RETENTION SCHEDULE AR R T E SECRETARY OF STATE
. RECORDS MANAGEMENT DIVlS!ON
INSTRUCTIONS See Pubhcatlou‘ No. 76—RM-1 for mstructlons on completing this form, Forward signed ongmal to

Department of Archives and History, Records Management Division, 330 Capitol Avenue Atlanta Georgla 30334

. »*.‘

Attention: Schedullng Sect}on b , ko
| FOR AGENCY USE 11 Agancy Address o ‘ Cot ' FOR RECORDS MANAGEMENT USE
1 Apolication Dste Georgia Department of Labor ' Application Number
| October 15, 1980 | Employment, Training, and Planning RO-ABT7
Application Number | Centrat Records Unit Deve Recaived -
IBEW Building : 0CT 23 1089 PROFeIPY tBeo
e I T T T D = 7 = S——— = —— X J
{2. Person to Contact Working Title , Telephone Number
&yce Eunice | Supervisor, Central Records Unlt 656-6330

3. Action Requested
8. K Estabusn Retention Schedule; récord will continue to accumulate.
b. O Dispose of present accumulation; no further accumulation anticipated.
| ¢. O Amend Application No. Check One: 0] Change; 0 Supercede: O Void

(4. Dates of Series 5. Records Series Title (followed by title used in office; if different)
Earliest Latest

1974 ‘____Llcurr‘en'r Comprehenslve Emp loyment and Tralmng Par‘l'ic:pan'l' Characferls“rlc Forms

‘-E:_Div_is‘ion and Office Function What is the funetnon of the Division and the Offuce in which this record series is created7

The Trafning‘DTvIslon administers all Comprehensive and Training Act titles and operations
in areas where the Georgia Department of Labor is disignated Administrative Agent or has
operational requnsibilify.
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The Central Records Uan processes Comprehensive EmploymenT and Training Act participants'
r clients! records. The Unit verifles partlicipants' &ligibility, prepares federal reports -
End summary totals of ciient information for management control. .

7. Record Se_ries Desa—iption Thls file contains the followmg documents (mclude form numbers and titles, if any):
R Attach sampies of the file.

Documentsrelating to:  symmary totals of client demographlc |nforma+|on by name

Included are: CETA Form 805, 11"x14" form

File is arranged: by year, thereunder by title, thereunder by social securh‘y number

) . f‘\ (*\ «* S e LS ﬁ‘,__,,_,‘_?

8. Mnnihly Reference Rata How often are records referred to which are — —

One to six months old __l_c&“-_ﬁ. Seven to twelve months old 'O ; Thirteen to twenty-four months old

twenty-five months and oider . 7? )
9. Annuaﬁaud?ﬁ&umul%non of R:on}ds : ;, -

Letter-size drawers D .. — Legalsize drawers ~.:Shelves _______ ._:Other (spé'cify)
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O Transfer to Stzte Records Center hold ..__rf____.year(s) then
GhDestroy.

O Transfer to State Archives for permanent retention,
O Other (Specify)

et

AN feamms o

Thess instructions apply to all prior and future accumulations of the series.

[ YES | NO | 10. Questronnalte i (Pl@ge an_ ”X" in the grgper column) - o —
: X .| a. Isthis the off:c:al copy of the series? -t
J _ If not. where is.it? .
. x b. Does the series contain co?ﬂdentlai mformatron requmng security handling? If yes, cite law or regulatlon A *
T .,).( Is thls a vstal record? - - e
_____Xrl d ‘Does this series have historical or Iong term.research value? ;‘
. When one or two documents in the file make it necessary to keep the entire file for a long period, couid these
_>< .. documents be scheduled separatelv? . . _
_>§_ -f...lsthe information contained in this series gvg_nublishedl,_lt!mamch CopY, 1
9. Is the information contained in this series ever analyzed and/0r recorded in a summarized report? o -
1= K _____ LI ves. attach coov. M7~ SUMVAIRIZED Of Fbﬁrz-:b [N _THIS ¢t ,
) X h. Is there a duplication of this series in your office, or in another office or agency? |
S ~ Ifves.where? . . _ . __

] ZJ_.. Is this series {or & major poraosz it) regularlymmo.ubnm i e
:X, | | _i_Does the record series result in a comouter printout? ' o
11. Retention Requirements _The following requires the series to be kept: '
a. State Law — e Y@, d. Audit period years
b. Statute of limitation o __.years. e. Administrative need 1 years,

c. Federal law i __.years. f. Federal retention instructions years.
e Attach GBpy dr axcert of laws of regiilations. Explain administrafive eed.” ©oviz - 7 2k S
SIS A ol it oA oni o ienT R I THRR L A AR ade Sl R oanioivi RSN N
oo ek ovitaateinis T Lotn izl 2 oantod T D Bte B R Bl Tt T I LR
e ——— s _¢.{;_',_.L!i b mm ) A =i i
12. Appfaved Dlspontuon Instructions This agency recommends that the file series be cut off at the end of each:
0 Calendar Year; (1 Fiscal Year; ﬁ Other _termination of client __then
BERRata R U B Skt ST Tl B S el LT PRI SV Rl e T Pt B S N T Rttt Kol I S-S To E A Ittt dls AR
X Hold in the'current files area =GR B BN mohth(s) _z___ﬁ_w_.m \?ear(si then {2 i--y i ~0Y oot Tetaailo o
O Transfer to local holding area; hold acyearish then — 0 % e o0 ) T - »"_E VLT

Head/Des:gnee J&gﬂ’ature}
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Recommendations in para-

graph 12 are approved.

(If disspproved, attach letter

of explanation.)

- o _Attorney General/Desugnee J /% //,}3,&
AR-50—71. Rev.76 ' o mTﬁawrn de T



